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PREFACE.

The ,Task Force has sought to prepare a basic document upon which a library may
elaborate to achieve its Own statement of personnel policy. We hope that librariei not
having a written personnel policy will be inspired to produce such a statement and that
libraries already having written policies may be stimulated to re-read and update theirs.
Once written, a personnel policy must be normally adopted by the Board of Trustees
with the adoption date a part of the policy. It must be regularly revised fin accordance
with established procedures,

Federal statutes and the s of Ohio must be followed where applicable.

A copy of the el policy must be given to each library employee.

The Task Force felt that no one model personnel policy could be applicable to all
,types of libraries. Therefore the study is divided into five sections, two of which are
models and three of which are guidelines. It is not intended that any.library should adopt
the models or guidelines as they are written. Portions of the academic library policy may
he interchangeable with policies of other types of libraries and vice ?versa. The Task
Force reviewed samples of many good, working personnel policies froM Ohio libraries.
It is recommended that libraries be contacted for copies of their personnel policies to be
used along with these models and guidelines in preparation of any statement It is also
recommended that staff representatives be included in any formulation or revision 9f
a personnel policy.

The Task Force has drawn heavily on policies submitted and on the second editions
of the following:

(
Personnel Organization and Procedure. A Minual Suggested for Use in Clollsgs

and University Libraries. (Chicago: American Library Association, `1968)

Personnel, Organization and Procedure. A Manual Suggested for.Uss it Public
Libraries. (Chicago: American Library", Association, 1968) '

MARION DAWSON, Cleveland Public 'brarLr

Donis ROBINsoN, C iahoga County Public

Chairpersons
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INTRODUCTION /n.

The Task Force on a Model Personnel "Policy (Division VI) orked most
assiduously to produce what has turned out to be two model persona licies (for;
public and academic libraries) and three personnel guidelines (for schoo li racy media
centers, special, and, governmental libraries), FiiPturposess of distribution are being
published together and separately:Many people worked on these documents and Doris
j. Robinson, Cuyahoga County Public Library,,Awho chaired the Task Forc is .to be
commended for taking charge and keeping track.

4 The Board of Directors of the Ohio Library Association has approved docu-
ments with the knowledge that they are not perfect They are, however, kable.

,They will require review (as do all personnel policies), Cofiunents and su scions
Olt from those_who make use of them will be considered for future editions of the . ' `cies.

1
DEFINITIONS:.,

PersonnelViley Rules and regulations passed by the Board, to be used

Ightmo fimir1014
. .

to administer the library staff; copiei must be given
to each employee. ,

s:

Staff Includes the personnel policy and defines operational

i
-

procures and other matters toncerning day to day
conduct °

joio,-* Board-Policies -All policies by the .Board of Tiastees including per-
.

wand policies. 4

Ilk.

ROBERT H. DoNAHuGH, Presidant

Ohio Library Association

January, 1975

(5)
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INTRODUCTION TO MODEL PERSONNEL POLICY FOR
ACADEMIC LIBRARIES

1

This document is intended to serve as s guide and will not fit the exact situation
in every priAte or state supported academic library. Certain phrased (siich as
advisory council, unit heads, board of trustees) are meant to be- interchangeable
with tides in use at a particular institution.

(name "of institution) library exists as an integral part of the teach' g and
esearch program of the academic community. This policy statement stand

I guide for library personnel and shall complement the general personnel policy
r the institution and the regulations contained in the faculty handbook and the

n a.academic employees handbook.

F ty rank is customarily granted to all librarians in recognition of the contribu.
n made through the' ir professional services to the educational mission of the
coil ge (university).

LUCY CASWALLI C011M1bILS, Chairperson

RITA HIRSHMAINly Columbus

JACK SCOTT, Ken;

5
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MODEL PERSO

Ai4OINTMENT1

A. Recruitment

EL POLICY FOR ACADEMIC LIBRARIES

ti

A` policy of affirmative action is practiced; there should be nci discrimination
Or favoritism because of race, sex, political .beliefs or marital suds. Physically
handicapped persons are given equal consideration for employment if able to
perform the duties of the position.

.
Recruitment by the library is generally foran entrance position. However,
applicants may be sought, internally and externally, for vacancies at alllevels
of responsibility. In all cases, the library works within the polkies and pro-
cedures of the institution.

Re4uitraent is accomplished through the usual channels as appropriate:
correspondence with and visits to library schools; advertising in newspapers
and professional journals; contact with ools which offer library technician
programs, employment agencies and b iness schools. A job description,
indicating qualifications and salary rang , is always provided. Local residents
are considered with all other applicants, and credentials are judged equally
with no special preference given because of location.

In recruiting library faculry, efforts are made to secure representation from'/
e variety of accredited library schools in order to provide varied points of
view within the library.

,

$ library staff member in charge of personnel recruits and selects student
assistants. Advertisements in the student newspapers, library staff. contacts,
and contacts with the institution's employment ,office are useful methods of
recruiting eligible student assistants.

The library seeks to identify and encourage the development of interest by
students and supportive staff. in library work as a career. Assistance is given
in Securing scholarships and financial aid. ,

III. Selection

Selection of faculty and supportive sr is based solely upon. qualifications
of the applicant in relation to the r quirements of the particular position.
Personality, intellectual ability and eneral aptitude, as well as educational
and technical ability, are included i the consideration. Promotion from within
is general library policy, but applications from outside the library are elk)
considered, in order to fill the vacancy with the best qualified prison available.

All applicants are expected to submit a completed application and to supply.
the names and addresses of references whb are familiar with their ability
and character. These records ate carefully investigated by the personnel ad-
ministrator in order, to insure that the qualifications of thtk candidate arc
appropriate for the position. Personal interviews are arranged at a convenient
place, and when a candidate is asked to come to ..--. . ----.._. for
an interview, the library normally pays the expenses. An advisory committee
of 'faculty and supportive staff participates in the selection process for the
positions of unit heads, assistant directors and director of the library.

(8) 8



C. Flaicolitent
Appointments of faculty members are made by the board of trustees cting
upon therecotrunendations of the director of the library. Notice of an offer
of appointment is made in writing and specifically describes the title send
duties of the position, terms of salary, probation and feriure, hours.of service,
sick "leave and vacation allowance, and insurance and retirement benefits?
Acceptance of the appointment is to be made in writing to the person. from -

whom the offer is received and is conside4d a binding contract with acceptance
of the terms specified in the offer.
Supportive staff members may be appointèl without a' foriaal letter of offer.
Temporary amointments, or special contract.S, may be given to persons who
would qualifor permanent appointment also, When positions are tem-
porary, this is clearly stated at the time of the offer of appointment.

D. Probationary Period
A. period of probation for faculty members is established according tq regu-,
lations described in the faculty handbook. Al the time of permanent appoint-
ment, the library faculty members quality of work, contribution to scholarship
in the form of research and publication, community service and personal.
characteristics are carefully considered. The decision concerning a permanent
appointment is made by the board of trustees, but is based, upon the recom-
raendation of the director of the library. The director' recommendation is
based upon the evaluation of a- peer group, but the director reserves the
right to overrule this recommendation. The peer group considers the record
of service as evidenced by the supervisor's evaluations and reports of profes-
sional activity and qualifications. A faculty member whose contract will not
be continued will be notified in accordance with the institutionl regulations.
Unless otherwise specified by state law or institutional reirlations', the pro-
bationary period for supportive staff is one year. During th ;period, cthe
supervisor holds 'quarterly conferences to discuss strongths arlI weaknesses
with the probationer, and to make recommendation' for fur 4 iMprove-
ment. If an employee does not perform satisfactorily at the fir lissignrnent,
opportunity may be given to transfer to another position. ,

A supportive staff member who is allowed to complete the probationary
period, but will not be continued on permanent appointment, s given two
weeks notice prior to the termination of the probitionary pciod. -A sup-
portive staff Member is given permanent appointment under the rules de-
scribed in the non-academic employees handbook.
The laxity is not obligated to retain 'any employee, faculty Supportive
staff, for the entire period of probation. If work performance is not sub- .

factory and it, is judged that little improvement is likely to result from
further training, the person's employment may be terminated. In no case
is notice of termination given without-previous and repeated warning in-
cluding at least one written notice.
A faculty or supportive staff member who resigns ii good standing is eligible,
for reappointment in the future, and may be co idcred with all other ap-
plicants when an appropriate vacancy is avialabl

t 'Nine/ten month contracts are the usual appointment' for library faculty' with optional summer
contracts. Library faculty adminbtrative positions have eleven/twelve month contracts.

(9)



IL CLASSIFICATION OPPOSITIONS

A. Facuhy `...
-

4. 0.

.
,., i

Library faculty shall be appointed end retained in, the same manner as other
faculty members of- The fatuity handbpoic details
the procedures to be. follo7ed.

h. * Supportive Staff
Library supportive staff
scribed in the tion-acad

C. Shidente

r.
be appoint and retained in the manner 'ite-

m employees

Student library assistant shall be hired each term and paid an bOuily rats
Wage rates shall be based on the level of the tasks performed, be competitive
with rates paid in other areas of the, instifution, and in compliance With
minimum wage legislation, Increases shall be. based.on 1#ngtii of sece and
performance.

t
III. FACULTY ACID STAFF' DEVELOPMENT

= A. In4ervi Training

This is an essential Part of the libtaryl program for new employees and con-
sists of orb tiOtan and training of new personnel, and training for supervision.
Faculty and supportive' staff members are givEhla- fey?: days of orientation at
the beginning of their employment. A tour ofthe ;various units, handbooks,
talks on objectives and history of the institution and conferences with the
supervisor all provide a background for the trainee. All new appointees are
expected to familiarize themselves with the various manuals of operatlbn
and procedures

each - supervisor will direct the training of new employees in a thorough
understanding of the duties and responsibilities of their politions. The
supervisor also provides litportunities for employees to assume new re-
Sponsibilitie and to use special abilities and knowledge. Training emphasizes
Increased activeness, and the 'supervisor, will make available opportunities
for advancement for those faculty and supportive staff members who have
appropriate abilities and qualifications.

IL Encouragement of FuNher Education

Faculty and supportive staff members are encouraged to take advantage of
opportunities for special and relevant study as long as such study does not
intofere with the work performance of the individual or reduce the efficiency
of the unit. ,

c '
As4igned research duty of up to three meths may be granted to library
faulty members for research and/or further study in a relevant subject, area.
Sabbaticid leaves may be grahted to faculty members upon combletir of six -
Oats continuous service? Twelve months leave with half pay, or six months
Dave with full y, may be granted for study or research in library science
r in a subject field.

*At this time sabbatical leaves for faculty of state instituticitis are not permitted by Ohio law.

(10
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Leaves withont pay, up to one ,yeu is length, may be .grtated for study or'
for other twee to faculty and supportive staff. Application for sabbatical
or other leave is made to the director of the library through the unit head.
Faculty members.ritho. are granted such leaves are expected to remain with
the library for at least one year after the conclusion of the leave. !!

Information regarding scholarships, fellowships and speCial grants in library,
science or a Subj eld is Made available to the faculty, and qualified per-

* sons are encouraged take advantage cif such opportunities.

. / When mutually sa ory arrangements can be made, exchanges between/ outstanding facultjrmembe:rs and recommendedAibraritni in other- institu-
tions, either in this country or abroad, are desirable,

Cr Prefseikmal badjng and PrOsselefsal AfFIENiens ape! Activitisi

Facility members are expected to keep abreast of library literature and pubff.
cations m other relevant fields..
Membership and committee work in professional, educational and academic
organizations are of benefit to the faculty member and the library and are to
be encouraged. With the approval of the director of the library, a reasonable
amount of time and secretarial assistancejs allowed for work on such corn -.
mittees,
Arrangement fox aitindance at lectures, ,professional meetings and conference
is inside with consideration given to the needs of the, faculty member's area
of responsibility. Active participatipti in such meetings is encguraged, and
time with pay, including travel time, is allowed for faculty members to
attend such meetings. The library subsidizes the expenses of ,officially de sig-
hated ,Fetiteseatatives and those faculty who are on Programs and/or are
members of official committees. Whenever possible funds will be made avail-
able to others, Supportive staff mez3ibers may be allowed to Attend meetings
of interesr, anti time off with pay is Wired.
Faculty members are - expected to engage in experiments' activitiei and re-
search and to publish material which ;'contributes to professional knowledge..

IV. PERFORMANCE EVALUATIONS

Supervisors report on the work of their employees on a regular basis. Evaluations
rehiring to teaching, research, publication and service are required annually for
untenured. faculty members. These are - submitted to the director of the library
and provide a partial basis for promotion, salary adjustment; transfer and,slismissal.

Tenured faculty are reviewed every four yeers &flawing the procedures outlined
above foruntenured faculty. This evaluation forms a part of the documentation
for.ptomotion, salary adjustment, transfer and dismissal.
The evaluation report for both tenured and qatenured fa;ulty is discussedlin con-
ference between the supervisor and limit, members and serves as a formal
record bf the appraisal. The faculty member is to sign the report and may Make
comment-von it.

d
'
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Sup.. ,ive staff members are -evaluated yearly and are also given the opportunity
for ences with the supervisor. In each case the report is to be signal by the
superviso' d staff member who may make comments if desired.
During the rohationary period, conferences arb held regularly. Likewise, .during
the probatio period following promotion, conferences and reports are required.
In case of supervssor find! a ,staff member is not performing assigned duties in a
satisfactory manner, discussibns are held with the employee, who may be given
further oPportunity to improve or be transferred to another assignment, if this
can be arranged.

V. PROMOTIONS, TRANS, DEMOTIONS, TENURE
\ .

Administrafivb Prof ollMs

Whin there are vow 'es, the fibrin.), evaluates candidates for promotion or
transfer who are alreadton the faculty' or supprive staff and who have the
qualifications for the position. The libaary it also free to seek candidates
from sources outside the 'bury in order` to fill each position with' the best

person.
Announcerhent of a vacan is always made `to faculty and supportive staff,
Any member of the faculty or supportive staff. ionsidered qualified may apply
for the vacant position ei r orally or in writing to the personnel admini-
strator. ,
Promotions ore based upon videncecof satisfactory performance as indicated
on thvegulsr evaluatio6 f service performance, promise of future de-
velopraPlat, and educational, technical and personal qualifications. Seniority
is a factor .in consideration nly when two or more candidates have equal
qualifications.

Promotions are provisional or supportive staff members for six months.$
During this time periodic re e rts are made by the immediate supervisor or

y other person whose opin on would be valuable. If an appointee fails to
meet the requirements of th position during the provisional time as evi-
denced by the pitiodic evalu ions, the person is reprned to the former level
of iisponsibility and salary ithout prejudice.

It is ometimcs possible, wh the opportunity ises, to place a faculty or
supportive staff member wh shows .evidence of ability, for advancement, in
in acting position at a hig r level of responsibility in order to test this
abilitt.,An appropriate sal is included in any temporary' transfer to such
a position.

sthiless contrary to state law.

(12) 12
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I. Transfers
Aqransfer, which the soft of an employee to another assignment at the
mine level of res ibility, made to another unit when feasible or neces-
sary to provide er placement or more effective personnel utilization, in-, service training or additional or wider experience.
If for reason, of ill health, age or other responsibilities, an 'employee is unable

'----m-1111611 the requirements of a position, and if circumstances perinit, that
employee may 'be' transferred, to another position at the sone level of re-
sponsibility involving less strain, or *to partrtime employment.

Transfers are disaissed in advance with the faculty or staff member and the
reasons for the transfer -ire fully explained. Consideration is given to the
emploYee's wishes regarding the transfer.

C. Demotions

If a faculty or supportive staff member does not perforin the duties of a
_position, the employee May be placed in a position at a lower level of re-
sponsibility. This lower 'carries with it a lower level of compensation..
Previous warnings, at least one time in-writing, and opportunity, to improve
must have been given prior to such a Move.

D. Acad.:nit Promotion
Library faculty will, follow.the academic promotion
tion as modified to apply to librarians.

. Tenure.

Appointment to positiona poson n library carries with-it a guarantee of the
principles of tenure and intellectual freedom as defined by the American
Library Associati n in its statements "Security of Employment in Libraries."

See Appendix} d "Resolution on Loyalty Prograrnsee

ollowing the sa, factory completion of the probationary period, facultY or
supportive staff, embers, unless appointed on a temporary basis, are assured,
of continuous employment as long as duties are performed competently and
in accordance With the general policies as outlined by theeboard of trfistees
of Specific procedures forlgranting faculty mem-
beri Tenure may 'be found in the faculty handbook.

- .

VI. SEPARATION FROM SERVICE

A. Retirement

Voluntary retirement may take place after twenty-five years of service or a
age 'fifty-five. All faculty and supportive st are automatically retired at
age. sixty-five. Notification of the retirement dat given the employee at'
least six Months before the final date of employme After this date the
retifement allowance of annuitropmvided by . is in effete`

B. 'Resignations ,, 4
Resignations ire directed fin writing to the director of the librgy. Normally i'V
resignations of faculty members will be effective at the end of the`nMe-month
contract and, ideally, three months notice will be giienX3vo weass,n1ce_ _-----

is minimum Tor supportive staff members. ..

Whenever possible, exit interviews are held with all employees. I



C. Dismissal
Dismissals are made by-the d of trustees of upon the
recommendation of the dir the library. The advice and counsel of the
legal representative of the non .may, be obtained.

D. 110Incompatanco or Unfitness
Arbitrary .discharge shall n threaten the security of library employees on
permanent appointmen ince the, fitness of faculty and staff members is

. carefully examined d mg the probationary period, it is expected that cause
for disthissal will of arise except under unusual circumstances. Procedures
for dismissal of acuity members are described in the faculty handbook and
for supponi staff meinbers in the non-academic employees handbook.

Tarmina n for us*E.

An epfployee gu conduct which is criminal, infamous r dishonest in
the eyes of The law is bject to disniissal. Procedures are, etailed in the -
faculty handbo and the -academic employees handbook.

F. Financial Exigancy lor
In the event .of clearly evident financial_cdimcy of the institution, it may

The necessary to terminate the services otlibrarreinlroiees. If this should:
occur, appropriate evaluations and length of service will be.taken into Con;
sideration.'Notice will be given as far in advance as possible (in no case less
than one year for a faculty member or three months for a supportive staff
member, including accrued vacation due). If requested, the employee is given
the opportunity for a hearing which be is notified fourteen days in advance.
Every assistance is given the employee in finding a suitable position elsewhere,
and an explanatory statement is given for' his use in seeking a position.

Discontinuance of an Activity
.art exceptional case, the best interests, of thelibrary may warrant the dis-

.

continuance curtailment of an activity. Should either acticin`become neces-
sary, every effort be made to transfer the staff member thus affected ,

to another activity for which the person is 'qualified. ,,If a transfer cannot be
arranged, an early notice will be given (in no case less than, one year for a
faculty member or three .months for a supportive staff member, including
accrued vacation due); and, as in the case of financial eXigency, every possible
assistance in finding. Another position.

V. EMPLOYEE RELATIONS

Each member Of the library faculty, and supportive staff has a. significantvle to play
in achieving. library objectives.. Each supervisor has the responsibilitfick establish
and maintain an environment which encourages and rqcigfEzes effective and
cr2a individual contributions to the total effort.

A. Participation In Managementv
Each libcary employee shouldha've an opportunity to contribute to e formu-

- lation of policies and procedures. In matters affecting several units, th director
of the library seeks advice from appropriate individuals or comm ttees. In
each unit, II ployees and their supervisors work together to formulat policies

-arid- to 4401-76. procedurei.Sliggestions from individuals for c ges in
policy or .rocedures are welcomed and are made to the immedia e super-
visor, to the appropriate committee or through the staff prganizati

1414).
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l!lrig/Yelk M
If is essential hat the be effective and systematic co ication between

...tie faculty, pportiVe staff and andministration and ong individuals in
-matters invci ing the library's policies and pro ss ward this end meet-
ingi ire held on schedille or upon special call. Thy-se include fiailty meetings,
tinit meetings, and Meetings with all those engaged in service to special groups..
The purpose of sich meetings is to explain matters of ',policy; to discuss
Professional problems, new trends, techfiiques and procedures; to consider

. 'matters involying the faculty and/or- supportive staff and their interests; and
to promote progress.iorthe library profession. Opportunity is given to every-
one to suggest qiiestions- for consideration. Programs may_be. pl --ed by
committees and all fatuity and supportive staff are urged to 'take in the
diicussion of common problems.

Staff Organizations

The library staff organization is an opportunity for self-expression and leader-
ship and is a channel fOr the interchange of opinions. It is a means of making
the ideas and interests of the supportive" staff known to the faculty and ad-
ministration and of fostering harmonious relations and effective cooperation.
All employees are eligible for:membership in the library staff organization.

' The library administration, also encourages and cooierates with ?other regu-
larly. organized respontible sioups of library employees. Space in the library,

iwhen not needed for service to the public, is avadal)le for 'group. meetings.
Representatives of the staff organizations may submit to the director of the
library personnel problems, resolutions, petitions or suggestions for the im-
prOvement of service or betierment of the working conditions of em-
ployees in the knowledge that all will be fully considered. The director of

will respond to the groups through the appropriate group office
all ch matters.. .

D., I Complaints Mid Griovancos

When a problem first arises, the supervisor concerned will try to solve, it. If
no satisfactory solution is found, or if the staff member thinks that the prob-
lem 'has not been considered fairly, an appeal may be made to the next
higher administrative authority or to the personnel administrator or, if the
need arises, to the director of the library. Failing a mutually satisfactory olu-
don, the employee may take the,problem through formal grievance procedures
to the cliief institutional officer, who, through a representative, will arrange
for a hearing. Information about the campus grievance procedure is available

. in the library personnel office. All library employees will receive a fair hearing
for grievances. ;

VIII. WORKING CONDITIONS *

IX. WELFARE AND ECONOMIC CONDITIONS *

ti

See Ohio Library Association's "Recommendations or Minimum Basic Working
Frier Benefits for Ohio Academic Library Employees."

(15)
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RECOMMENDATIONS FOR MINIMUM WORKING

CONDITIONS- AND FRINGE BENEFITS FOR

ACADEMIC LIBRARY EMPLOYEES

INTRODUCTION,:

Decisions on working conditions and fringe benefit; for college and university
personnel rest with the respective boards ,of trustees with recommendations from
the admirustration of each institution. It is assumed -that- employees of academic
libraries will genera- ,Ily, receive the same benefits as those accorded to other em-
ployees' of the lame institution, that those benefits should not be less than the
minimums recommended herein,.and. that all professional staff holding a fifth year

libraryf degkee. Or other advanced degree, shall be accorded faculty rank with its
accompanying benefit's as provided for other fatuity of the institution.

IIr WORKING. CONDITIONS

A. ficnits'itf Work
ProfessiOnal (Facility) staff members should .devote as much time as is re-
quired to fulfill the responsibilities assigned. Normally they should be
scheduled for the Same contact work load as other faculty of the institution.
Tithe deVoted to teaching of library courses should be included- in the
scheduled work load, as well iS -a reasonable amount of time for` researdi.%

d for participation in professional activities.
portive staff memberS:should work no more than 40 hOurs per on A

four or-EVe-day schedule arrange # by the head of the department unit of
service.

- , I

Staff,,members shogld work leg41 holidays (as designated by the institution)
and overtime only when authorized by their supervisor. When such work
is performed, it' must be. paid at.* the normal rate.

. Vacation ,

Professional staff on a nonnal ninemolith contract do not have specific vaca-
tion provisions. Those oilan elevenmonth contract should receive no less than

-.4,6 22' working days per year.
Supportive staff working on a regular schedule at least one -half time should
be granted Vacation time (with pay) no less-than-the following:

Vacation Earned
Length of ;Service per year
under 1 year none

1. 7 years 80 hours
8 -14 years 120 hours

15 -24 years 160 hours
25 year or more c 200 hours

Vacations must normally be taken within the vacation year in which granted:
Deviations from this must be approved by the head librarian and the appro-
priate academic personnel officer.

(16) 16



'

Sick Leave

Sick leave.. with pay shOuld be Plowed to all regularly scheduled "employees
4/cir l4ng half-time or more. 'The allowance. should be granted when employees
arc incapacitated by illness or Awry, when they have been exposed to con-

gious disease, or when they Must be absent for medical, dental, or optical
'examinations and treatment which can not 'be scheduled outside of working
hours. Sidc leave at the rate of 1.25 days per month (cumulative to no less
than 120 days days should be allowed for full-time members of the staff and,
on a pro-rated basis, to regularly scheduled part-time employees Who work at
least half-time.

Emergency leave with Pay shOul d be -"red in case of serious illness, injury
or deathcof a member,of- the late family or household of an employee..
The lamount should depend ;upon, circumstances but normally would not
exceed three working days.

1

Maternity leave with pay shoUld 'be granted up' to the amount of sick leave
and/or other earned time accumulated, with any additional leave to be
gtanted ,without. pay within limitations, prescribed by the governing board
Of the organization:

D. Sabbatical and Other Leaves Of Absence

Professional staff should be granted sabbatical or special leaves, with or wit
out pay, on the same basis as any other faculty member within the fram
work of institutional policy. \

E. Other Time Off

By law staff must be permitted 'time off for selective military service a
jury duty either with dr without pay at the discretion of the Board (
Organization).

III. WELFARE AND ECONOMIC BENEFITS

;.' Insurance

All library employees should have available to them the same group hoipitayt-'
zation and major medical insurance plans which apply to other faculty- and
staff of the institution..

Pensions

All. library stiff should be eligible for coverage in the pension plan authorized
by the institution for all other faculty and staff.

C. Tuition Fees

Library staff members shall be, eligible for the remission of tuition fe at the
institution under the same trovisioni available to other faculty an staff.

D. Tenure

Professional library staff should be eligiblefor tenure as faculty. members
under the same regulations whickgovern the granting of tenure to any faculty
at the institt[on.

)

Approved by the Ohia Library Association Board of Directors, June 7, 1974.

7f.
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INTRODUCTION TO MODEL PERSONNEL POLICY

FOR PUBLIC LIBRARIES

The ...... Library is a body politic incorporate established under,
the laws'of the State of Ohio. The governing body of the library is the board of trustees

appointed under the laws of Ohio, The bOard has wide powers to establish, promote and

maintain library service. The lioard's responsibilities include selection and appointment
of the chief librarian; securingiof funds adequate for a progressive, expanding program;
control of library funds, property, and equipment; and promotion of library inkerests.
The board approves the appointment of all salari staff members, acts on the policies,
and budget recommended . by the director' and is r sponsible to the people for library
activities and Services.

The personnel policies as set forth in the following paragraph; have been adopted as
official policies as of ..;..........---.--...... and Shall- be reviewed annually.

(date) 1.

Note: In libraries where there is no person officer or personnel office, duties required

of such a position will be performed by the rrector or a person designated by the directoi.

Signatures

(20) 20



ODEL PERSONNEL POLICY FOR PUBLIC LIBRARIES \
I. APPOINTMENTS

A. :Recruitment

The library is an equal opportunity employer and practices a policy .of, affirms-
rive action in hiring and promoting. without. regard to sex, age, race, creed
Or ethnic origin. Whenever possible, positions are filled by promotion within
the staff. Vacancies within a library should be advertised to existing staff
members for their information Ind consideration. If no qualified member of
the present staff is available to fill the opening, the position is advertised in is
'wide-spread a manner as is necessary to secure qualified applicants. A written
application must be filed with the personnel office or equivalent.

. kledien .
., .

Selection of staff members is based on the requirements of the position, with
due attention to educational and technical qualifications, as well as personality,
intellectual ability and general aptitude or the position involved. Every effort
is made to fill positions in th-4 professional classification with suitable apphint-
ments from applicants who Nave received 4 degree in Library Science from A
college or university of recognized standing. Once it has' been established

r a positi equines the expertise and educational background of itEbrarian

change has taken place in the nature of the job. In an effort to main-
tain library service of the highest caliber, replacing professional staff with
pars- professionals for purely financial reasons is to be avoided at all times.

It .

Appointment of members of the immediate families of the library board is
prohibited. Appointment of members of the immediate families of ad-
ministrative officers, even for hourly employment, is made only. with the
approval of the board of trustees.

For temporary positions,, preference is given to persons with qualifications
which would entitle them to ;onsideration for permanent positions. A staff
member who resigns is eligible for reappointment at a future time and may
be considered when a suitable opening is available, providing qualifications
are satisfactory. ,Former, employees re-entering service of the library shall be
treated as new .employees. .

C. Placement
1*

Appointments of all salaried personnel are made Dry the library board on
recommendation by the director. The personnel officer informs each new em-
ployee, in writing, of the exact time and naturr.of his appointment. A copy
of the personnel policy and the job classificatkon and pay plan are also given
to the new employee at this time.

.Ao



D. -Probation and Tenure*
.

Each new Professionarstaff member is considered to be on probation for the
first year of employmenr, other employees for six months.. If, for any reason,
the administration wishes to- terminate employment during the probation
period, it may be done with the usual notice but without. the right of appeal.
A review of the employee's work performance is made midway through the
probationary period as well as' at the end of it. Reviews should be initialed
by tfie employee, or the evaluator should sign a statement declaring all points
in threview were discussed with the employee. This review will be discussed 4
with the empliiyee by the department, division, or branch head: Upon pro-
motion or ,,transfer an employee enters upon a new probationary period. Int .
extraordinary circumstances a probationary period may be extended ; not;
to exceed the period of the original term.

After Completion of the probationary period employment (but not
assignment) of a staff member, unless appointed on a porary basis, carries
with it the assurance of continuous and permanent emp yment as long as
the employee performs assigned tasks competently and in accor nce with the
policies of the library. (See VI C)

II. CLASSIFICATION AND SALARIES

A. Job Classification

All positions have been analyzed, classified and placed on the salary schedule
so that those requiring similar du 'es and responsibilities are grouped together.
Each position or class of positio has a written job description.

Positions are reviewed periodical) to take care of changes in duties and to
remove inequities. No changes s be made in the classification unless a.
radical change has taken place in t e nature of the job. A request for review
of any position may be made to he personnel office by the incumbent or
supervisor. Vacant positions are eviewed by the supervisor and personnel
officer before being posted for applications.

R. Salaries and Incretnents

The salary schedule has been established by the board of trustees. Each
position has been assigned a grade in accordance with .the salary schedule.
Increments will be granted on a regular basis depending upon performance
and tenure. Scheduled periodic reviews of the salary schedule take into con-
sideration current library .salary standards, cost of living and pay for com-
parable work elsewhere. Salary adjustments should reflect continuing educa-
tion. In 'all cases the library's salary scale will abide by existing laws, such
as that pertaining to minimum wage.

4

See Appendix for American Library Association statement of security of employment.

2;2)
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IL STAPP DIVILOPAUNT

letIervIseTralislise

Otientation and training are provided for all new staff members. *sea
training program designed to encourage continuous development of employeeir,
to ptomote quality performance And job satisfaction is part of library pOlicy.
In-service training is designed rotach all levels of staff.

E. Communleations

lyfemos, staff bulletins, bulletin, boards, etc. will be utilized to keep staff .
informed.

Staff hivoilms

In order to promote COopemtion and 'a sharing of, information a progsara'iof
regular staff meetings keachink all levels of staff is maintained.

D. Advanced Ilaueatiolie`

Further education is encouraged, at all levels.

L Prwteeileetal Adivitlas

It is policy to encourage mernbtrship by staff members In the Ohio Li
Association, the American Library Association, and other professional organi
rations. Time with pay may be allowed staff members wishing to art
meetings and conferences sponsored by professional library: qt library1dg '

"organizations of which they are members. '''

Within the limitations of the budget, the director will request funds from ,
the boatd for financial assistance at, conferences. A reasonable amount of,
preparztion time is allowed staff members participating in programs.

IV. PE.RPORMANDE EVALUATION

Performance evaluation forms with instructions for rating are sick -out annually
to supervisors for all staff members. This form is the, basis of an. appraisal inter- ,

view between the employee and'the immediate superviior. If he desires, the em-
ployee may request the next immediate supervisor to be present also The comPletes1
form is to be signed by both the employee and the supervisor and is available upon
request to the staff 'member.

Bich new member of the staff is rated at the glid-point and theend of his. Probst7
tionary period.

Performance evaluation interviews are used for the 'development of each individual
staff member; for consideration of transfers, progiotions, and granting of increases;
and in replying to requests for reCommendations.:

Poor performance should be discussed with the staff member,, and diviCiions and
.deadlines for improvement should be a part of the written evaluation and interview.

(23).,
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PROMOTIONS, DIINIOTIONS AND TRANSFERS

A. Promotions and Domotlimis

Promotions are based upon evidence of previous satisfactory p(rfonance. If
an employee fails to fulfill the duties and responsibilities of a new position
while on piobation, the employee may be placed in a lowec grade .position.
Employees may apply by letter for promotion as positions become vacant,.

. Tiansfers

Transfeis are Chaiiges in assignment in which the salary remains the same,
but the job duties may differ. TranSfers may be initiated, in writing, by
library administrators or by staff meMbers. Transfers of pedotuiel are made
for the good of the service and the develpiunent of a stiff Ifiember's potential.

'Whenever possible, the needs and desirei of- the,employee are taken into con._
sideration. Transfer should be made..only *het consultation with the super-
visor and employee involved. ./`

VI. TERMINATIONS

A. Itetiroments

Retirement from the library is compulsory at age 65 and will become effective
at the end of the calendar month following the month of the emp ee's
birthday. In some cases, because of the needs of the library, the Dir r with
the approial of the

not
may ask 'a staff member to continue in, position

beyond age 65 but, not for more than one year at a time. If an ployei be-
'comes unable to fulfill the job requirement, the employee may/ d to
take early retirement.

The personnel office will discuss retirement wi the staff mem and the
supervisor six Months prior to' the 65th bir ay.

. osignatioho .

4n employee who intends to resign informs the immediate supervisor and
/then 'submits a writte resignation to the director. FM weeks notice (before

the last working day is the minimum required for professional positions,
and two weeks notice for other positions. Whenever possible a staff member.
in an important itdrninistrative position should give a longei notice.

C. Dismissals °

Employees are dismissed or suspended by the board upon the recommendation
of the director: .ii.ti employee may be dismissed' for incompetence and unfit-
ness, insubordination, frequent unexplained absences from duty or -conduct
which is criminal, infamous or dishonest in the eyes of the law. A warning
is always the first step toward dismissal. In all cases, where the facts ate in
dispute, the director shall inform the accused employee in .writing of this
charges and offer an opportunity to be heard by the board. This hearing
shall be held at least 10 working days after the written charges are 'sent to
the employee. The employee may present a viewpoint and may ask the staff
association or another interested party, to speak. ,



D; Iterstichnmint '
.

.

Financial exigencies, changes in library service, realignitient of functions or.
adoption of new methods may require the elimination of positiont li.ecluc-
dims in staff will then be made In this ordet: (a) those who have passed
the retirement age of 65 and have been asked to continue in employment,
(-b) those who have the poorest service and attendance records and (c) those
with the shortest periods of service. In -such cases, as much notice is possible
should be given, Affected staffmembertshould have the opportunity to ask for
reassignment to .positions for which they are qualified. If requested, the em-
ployee should be given an opportunity for a hessring by-the Board of Trnsiees.
If no appointment can be made, every assistance should be given, the em- .

. ployee in finding a suitable position elsewhere. A- written explanatory state-
ment should :13e.. included'. 6

Griovinco Procodure....*--\''
.

Any employee witli'a grievance must first iiiiciiss it fully with the immediate
supervisor. Should.they not reach an accord on the matter, a tkcond meeting
will be called by the supervisor within two weeki from the.thne of the coin-
plaint; this Meeting involves the director, the supervisorAin& the employee.
Should no accord be reached, the employee must make a ritten statepient
of the problem... One copy will be presented to' the direct , and, the other
mailed to the board of trustees. A meeting with representati es of the board,,
the director and the employee will be held within two weeks and the prob-.
lem will be cesolVed. Failure to comply with grievance procedures may. result
in dismissal. A record of these proceedings ,must be kept on file by the
personnel officer pr director.

The employee may ask the gad association or a union to act as representative.

9

* See Appendix A for grievance procedure for a library with tiff asociation.



VII, IMPLOYIEE *RATIONS

A. To tins silty
7,-, ,

All staff m bets are expected to give a high standard of service to all patrons"
regardless of social standing, sex, creed, race or age -Stiff members are en-
eourag to take an active interest in the concerns of the community in which
they ale ., ,

4

. 3111Wil SI/pardons .

Employ ale expected to cooperate w th their "supervisors in staining the
common scab of the library for which ' work. In resolving problems be .

...tween empinYee and supervisor, the loyee will follow_ the established chain
of command. If:prbblems Cann lved in this manner, see Ill Grievaoce
Procedors tinder VII. TERMINATIONS. e., '

Sup eivism
- .
Supervisors .welcome 'inquiries and suggestions froth employees. The ern-
ployee has the, tight to expect direction from a designated number of super- i=',
visor& Thus avoiding conflicting direction&

.

..r

Staff Roams

A staff zoom shalllx maintained for the use of employees only. Employees
who avail themselves of the facilities are responsible for maintainuig the
general Cleatiline.ss of .the room. Staff rooms shall .tot be available to the
public, riot shall they be used for library business. .

ProfosslonalAttlnitlis and Conduct

It is ,,,,, ted that the conduct of the staff members toward the public end'
each er will reflect favorable on the image of the library.

Spacial Responsibilitinn

rich employee is responsible for providing the persenne'l o ce and super-

0
visor with current address, telephone number, and an e ergency contact.
The stiff member is also responsible lot all keys and/or other equipment
given in trust and the return of same upon termination of employment.

G. Staff Association

Members of the staff are invited to join the staff association which is organized
to further the library profession, to advance the library and its infitince.in
the t;ommuriiti, to stimulate Interest in reading and to prdmote #se mutual
untlf.tstandink and welfare of the staff.

The staff association sponsors professional and educational, meetings and
activities; it' may send, a representative to regular meetings of the library
board.

The staff may, represent, its members in a icvai cc procedure

,The staff association is affiliated with die Staff 0 tions Round Table
of the American Library Association aid the Ohi Lil Association.

(26)
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WORKING%0NDITIONS*

IX. WELFARE AND ECONOMIC BENEFITS"

RECOMMENDATIONS FOR MINIMUM BASIC WORKING

CONDITIONS AND FRINGE BENEFITS FOR

PUBLIC LIBRARY EMPLOYEES

INTRODUCTION

Under the provisions of the Ohio Revised Code, public library boards have wide
powers. Libraries may wish4o refer to the appropriate sections of the code for
additional guidelines affectint-public employees. This OLA recommendation
should be considered a minimum for:adoption by library boards.

.

11. WORKING CONDITIONS -:.......,,..

A. 'Hours 9f Work ..

Professional, clerical and maintenat staff shall not work more than 40 hours
on a four- or five-day per week schedule. Part4pation of staff in professional
activities shall be encouraged, and kreasonabli amount of time and expense
Seimbursernent for such activities .shall be- allowed.

B. Overtime

D.

Overtime work must be approved in, advance by the immediate supervisor.
Reimbursement for such overtime shall .be paid at 11/2-time.

Vacation

Annual vacation shall be allowed as follows: Professional staff-22 working
days;" Clerical and Maintenance staff -10 walfjng days and one additional
day (up to 12 additional, days) for each year after the fifth vacation year
Vacations for part-time staff working one-half time or more shall be com-
puted on a pro-rata basi& No vacation shall be allowed for part-time pages
or other occasional hourly. employees.

Paid Legal Holidais

Nine legal holidays are allowed New Years Day, President's Day, Memorial
Day, Independence Day, Labor Day, Veteran's Day, Columbus Day; Thaiiki-
giving and Christmas as designated by Federal and State Law. Other holidays
may be designated because 'of accepted practice in the local community.

41 See OhiO Library Association's "Recommendations for Minimum Basic Working Con-
clitions and Fringe Benefits for Ohio Public Library Employees?'

V (27) 27



E. Sick Leave

Full-time staff shall earn 1.25'days sick leave per month, to accum ate to a
total of 120 dayg part-time staff - working half -time or more shall sick
leave 014 a pro-rata basis; part-time pages and other occasional h cm-
ployees do not earn sick leave.

EtnergenZT leave with pay shall be granted to a staff member in t Case.of
serious illness, injury, or death of a member of hie immediate family r house-
hold. The amount should. depend upon circumstances but normally ould not
exceed thte days.

Maternity leave with pay should be granted up to the amount of ick leave
and/or other earned time accumulated, with any. additional. leaie to granted
Without Pay within limitations prescribed by the governing d of the
organization.

Leave of Absence

Leaves of absence without paT are subject to board- approval. ,

G. Other Time Off

By 11w staff must- be permitted time off for selektive military servii
duty either with or without pay at the discretion of the Bct.d.

III. WELFARE AND ECONOMIC BENEFITS

A. Iniurance

Employees shall have the opportunity. to participate in a group 1
jot medical insurance plan With the library contributing at 1
n of the cost foi the individual.

Penlion

By law all eligible employees must be members of the Public
Retiteertt System of Ohio.

and jury.

vved by ,the Ohio TAN?", Ao.ociatioff. Board of Directors, Jane 7,

II
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PERSONNEL GUIDELINES 'FOR GOVERNMENTAL LIBRARIES

1. In gel,* the personnel policy for government librarians will be controlled by
the agency and the policy will be the same for all sAiried employees of the
or

2. A government librarian working in a government library.is treated as a gov-
ernment employee, and as such, enjoys the same benefits as everyone else in the
agency ,in which he is employed.

3. A government librarian is a part of the research and clevelopthent team, He sits
in On prelitainuy planning in ordet tonbtain an exact picture of the lama- .
xion,needs of the agency lir members of specific departments.

C The government librarian partitipates in such decisions as the size, qualifica-
tions and selection of both professional and supportive staff.

5. The governinent librarian also partkipates in decision making.. concerning
facilities and equipment for the library.'

6. The_government librarian participates in budget planning and decisions af
letting the library.

7. The employer shall strive to maintain. I staff of such size that the supportive
staff is responsible for the management of the clerical and routine operations,

4
%thus-freeing be librarians to work in-their arel'of specialization.



RECOMMENDATIONS FOR MINIMUM BASIC WORKING

COMMONS AND FRINGE EFITS FOR

GOVERNMENTAL LIBRARY:EMPLOYEEi

. 111111UCTION

The basic personnel policy for librarians in governmental libraries is set by the civil
service laws andliegulations governing all salaried employees of the governmental
agency (fell)tral state, or local) under which the library is orgadized. It is assumed
that librar!an; will receive the same benefits as other professional employees within
the orgatuzitiv, It is recommended that the provisions listed below be considered
as basic to the_Mofasion. In the interew of miint inTngt high, professional star'
41111.4-11* eIngtlyer is urged to maintain clerical supportive miff *of such. size
thelibruians are freed from routine operations to work in their area of
tioa. o

I

N. WORKING CONDITIONS

A. Hews ,Wairk
Iibrary,,staff shall work no more than 40 s nor more than five days per
week. When emergencies require cm ahould be paid ai 11/2 tune or
with compensatory time

Holieays
A total of 6-10 paid holidays shall be, allowed, depending upon the laws under
which the governmental unit operates. Holidays fallihg on the employee's
regular day off shall be taken on the day preceding or followingt\hose
on St Sunday shall be obleqed as provided in the civil service laws.

Va
Eligibility r paid vacation shall be determined by the civil service laws ,

governing all salaried-employees of the organization, and vary between state,
local, and federal libraries. It is recommended that after 90 days of service,
earned vac "tion leave (with pay) be granted at no less than the following:

Vacation. Boma
Leagth, of Service Per ISM

under 90 days none
90 days-7 years 80 hours -104 hours
8.14 years 104 hours - 120 hours
15.24, years 160 hours
25 years or more . 200 hours - 210 hours

,
Vacations must normally,. be taken within the vacation year which it is
earned. Deviations from this must be approved by the head librarian
by appropriate personnel officer. Employees Shit: forfeit their r t to

e or to be paid for any 'vacation leave to their credit which 'a excess
of the accrual for three years. Upon separation^ from governni service, an
emploYee shall be entitled to compensation at his oaten e of pay Mr all
lawfully accrued and unused vacitiois leave to his credi up to three years
accrual.

(31)
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0. Sick :Way'
Short-term disability (sitk leave) shall be granted and accumulated as stated
in the civil service laws with full payment for the period of eligibility; and
shall accrue at a rate of 11/4 days per month.
Sick leave may be used, upon approval of the responsible administrative o er
of the governmental unit,- for absence due to personal illness, pregnancy in-

--jury, exposure to contagious disease which could be communicated to her
employees, and to illness, injury, or death in the employee's immediate
family. Unused sick leave shall be cumulative without limit.
Maternity leave with pay should be granted up to' the apount of sick leave
and/Or otherdArned time accumulated, with any additional leave to be
granted without pay within limitations prescribed by the civil service law3
governing the organization.

L Mar TIM, Off P

/ By law, staff must be permitted time off for selective military service and
jury duty either with or without pay at the discretion of the organization.

I. WELFARE. 'AND. KONOMIC SENEFITS

Institanco",
All governmental library employees should have the opportunity to participate
in a group hospital, medical, and major medical insurance co ertige plan
with at least a portion of the cost paid by the goyernmental agency of which
the library is a part.
Some type of life insurance should be offered to all employees.

P.nslon
. By 1,04.01 state and local government employees must be members of the

Pubfit Dilltiployees Retirement System-of Ohice-FederkErnployees dcovered
by a federal employees retirement system. Survivor benefits should be 'avail-
able to all employees. All public, employees shouldhave- medicare benefits
and sroup hospital insurance available to them upon retirement:

C. E. van*:
Time and expenses shall be paid'fo'for attendance itt meetings, seminars, and.`
training sessions, within limitation of the budget. . .

Approved by the Ohio Library Association Lard of pirector.Olebrilary 7,1975.
. , .
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PERSONNEL GUIDELINES FOR SCHOOL

LIBRARY/MEDIA SPECIALIST

The school library media specialist has a dual role. One is thit of faculty' meipber itb
concern for the entire educationE-Process. The other is that of the library media SpcCiar t
with responsibility+ for media services to undergird the educational effort. Schoo lib
mediae specialists must meet educational requirements for certification which are viva
nt and frequently in excess of those required for classroom teachers at the slip level.
Their specialized training is multi-faceted, as are their job reZpiirements. They is y be
generalists with training in many aspedts of media or may be specialists in specific
All have in common that, as professioc in school library media service, certificau
the first condition for eniPlOythent

Certificated school library media person' have the same rights, benefits and privile
as other certificated persontiel. These inclu salary according to schedUle with Attend
pay at full professional rate for tune beyon, the contracted amount, sick leave, per
eve, professional -leave, medical and other efits.

Certiicated school library media personnel have the responsibility for the planning and
administration of media services to students, teachers and admidistritors.

Certificated school library media personnel, as m'embers,of the faculty, participate In
curriculum planning and implementation-and in other aspects of the educational program.

Certificated school library media personnel participate iiksur.h decisions as the number
and qualifications of the media staff; the selection of supportive staff, both,profeasional

erical; the development or revision,of job' descriptions to insure inclusion of ap-
+11to competenciei. 460, A

.

Certificated school library personnel participate in decision - making concerning facilities/
eqiiipment and other arrangenyierwith which they are expected to work.

a .
Certificated school library, media Personnel participate all budget planning and de i-i which affect the media program.
Certificated school library media personnel arc evaluated by an instrument which Will
assess ,th,fir competence in media specialist skills as well as thCir performance as m
of the total educational staff,

.Approved by ,L Ohio. Association of School Librarians, May 6, 1974.

r
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9.11ZECOMMENDATIONS FOR MINIMUM BASIC WORKING.

CONDITIONS AND FRINGE BENEFITS FOR

SCHOOL LIBRARY/MEDIA EMPLOYEES-'

. INTRODUCTION

total boards of education determine policy governing all. employees of their school
system The professional library staff in whools should have the rank and privileges
of the teaching staff of the system.

(34)
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d.

II. WORKING CONDITIONS

A. Hours of Work
Professional sik shall work, a sevenhour day five days per week, Supportive
staff work a five-flay week not to exceed 40 hours.

days
work should be

approved by the immediate supervisor, and staff so Working must be based
at the rate of 11/2 time,

. Holidays and Vacations
All school library employees are tinder contract to work according to the *
school calendar adoptid annually by the system. Holidays and vacation dos-
ings of the schools will be designated therein.

. Sick Leave

State law sets the minimum on sick leave accumulation at 120 days for school
employees, At the rate of 15 days per year coverage, boards can provide 120
or more u the maximum accumulation. -1

Maternity leave with pay should be granted up to the amount of sick leave
ud/or other earned time accumulated, with any additional leave to be
granted without, pay within limitations prescribed by the governing board
of the organization.

, Personal Lava
Schodl library personnel be paid for personal leave as provided in
contracts..This leave may of two Type .R,,,which is restrfcted to
a limited list of reasons' as d ignated by the school board, or Type, which
is unrestricted and may be fo any reason.

. Other Time Off
By law staff must be pe.rrditted time dff for selective 'military service and
jury duty either with or without pay at the discretion of the Board (or
organizaiion).

M. WELFARE ANd ECONOMIC BENEFITS

A. Insurance
.

Anchool employees should have the opportunity to participate in a group
ospitxl, medical, and major medical insuraanCe plan with at least .a

won of the cost paid by the board df education.
,,,/B. Pension ,

All eligible professional staff' must be members of the State Teachers Retire-
ment System of Ohio. All eligible supportive staff must be members of the
School Employees Retirement System of Ohio.

Approved by the Ohio Library Association Board of Directors, fitne7, 1974.
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PERSONNEL GUIDELINES FOR SPECIAL 'LIBRARIES

ail the persona 1 policy for special librarian will be controlled by the parent
y and the will be the same ioeidl salaried emplvies of the organization.

A working a company library is treated as a company employee and as
such enjoya the same benefits as everyone else in the company.

A special librarian is a part of the resrearch and development team. He sits in on pre-
liminary planning in order to obtain an exact picture of the information needs. of the
organization or members of specific departments.

The special librarian "particiiatei in such decisions is 'The number and qualifications of
the special staff; the selection of supportive staff, both professional and clerical.

The special librarian, also participates in deCisiormaking concerning facilities and
equipment for the library: -

-

The special librarian participates in budget planning and decisions affecting the library.

employer shall strived to tniintiOn-si.ataff of such a size that the supportive staff:is
iresponsibie far the,,management of the clerical and routine operation thus freeing the
;professiona4 librarians to work in their area of specialization.

4

4 .

" ,37 (37)
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RECOMMENDATIONS FOR. MINIMUM BASIC WORKING
CONDITIONS AND FRINGE BENEFITS FOR

SPECIAL LIBRARY EMPLOYEES

. INTRODUCITION

In getieral,, the personnel policy for librarians will be set by the organization and
will be the same for all salaried employees. However, in the interest of maintaining \
high professional standards; it is recommended that employers note the provisions
here listed as basic within the library profesSion, It is further suggested that em-
ployers strive, to maintain a staff of such size as to permit the professional libiary
persohnel to work in their area of expertise with supportive staff to perform
clerical and routine operations,

IL WORKING --CONDITIONS.,

of Work
Library staff shall work no more than 41) Hour's nor more'than five days per
week. When emergencies -require overtime, it: should be paid aty 11/2-time for
non-siipervisory staff and with compensatory time -for professional staff.

Holidays..

A total of 5-9 paid legal holiday; shall be allowed depending on organization
policy, Holidays falling the employee's regular day off shall be taken oil
the day preceding or following. Those falling on Saturday or Sunday shall be
observed as provided the employer's_ holiday policy.

_ _

C. Vacations

Eligibility for vacation shall be determined by the policy for all salaried,ein-
ployees of the organization. Professional librarians after one full year of
service, should receive at least 20 working days paid leave. Supportive library
personnel should receive the* same vacation as other comparable employees of
the organization. Part-time staff working half-time or more should,be given
paid vacation on a pro-rata.basis.

D. Sick Leave

Short-term disability (sick leave) shall be granted and, accumulated as stated
in the employer's policy with full payment for the initial period of eligibility,
plus partial payment depending On years of service.

Maternity leave with pay should be granted up to tfie amount of sick leave
.and/or other earned time accumulated, with-any additiopatleave to be granted
without pay within limitations prescribed by the governing board of the

. organization.

N. Othw Time Off

, By Je' stiff mist be permitted time off for selective military service and
jury duty either with or _without pay at the discretion of the Board (or ,

Organization):

(38) S
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o 'Kokomo bikinis
A. Insurance .

Ltmg-term disability shall begin after the shortterm disability ends. NO(17/
contributory benefits, which are a percentage of the . employee's earnings, .

plus contributory benefiis based on the percentage the employee pays, shall
continue until recovery or retirement age. Monthly premiums for contributory
benefits shall be the same for all eniployees of the organization.
ACcident disability benefits shall become effective in the event iut employee
has an accident on the job. Ii addition,. authorized medical expensesshall be
paid in connection with injuries resulting from accidents on the job. Em-
ployees shall be eligible for coverage soon as atiiplotad:

. ,
All disability benefits shall be adjusted from time to time for economic
fluctuations.

All emplbfees shall be covered by a medical care plan for the individual and
ependents. A major medical plah shall.be available, , With retrains

paid by the employee or by the organization. A prescri non drug plan shall
be provided whereby employees may purchase drugs or only a small per-
tentage of usual colt. , .

SuriiiVor benefits may, vary with the organization. Some, type of life, insurance
should be offered to all employees. .

Pinsion
All emploYeei xhall be members of the organizatiOn's retirement plan. After.
a stated period of time, they shall also be able to participate in non-contribii
tory and supplementary. contributory pension plap.s,..,,Pensions for early retire-
ment shall be the same for all employees. Optionalplans shall be available
which "provide for the payment of a survivor pension to spouse or parent
upon the death of the retired employee. Hospital, medical; surgical; and life
insurance plans shall continue after retirement: .

. Expanses
Time and expenses shall be paid for attendance at meetings, seminars, and
training sessions,. within limitations of the budget. Dues will be paid for
professional staff memberships in at least one professional association.

D. 04 Misfits
Depending upon the size and type of organization, some or all of the follow-
ing benefits may be available: *. 9

Blood donor program, Employee discounts, MatChing gifts plan, Profit bonus
"-plan; Relocation benefits, Thrift -plan, Tuition plan.

Apprbvad by the Ohio.Librar y Association Board of Dirtaonthms 7y1974



APPENDIX-A 's

AN EXAMPLE OF :A GRIEVANCE PROCEDURE FOR A LIBRARY

WITH k STAFF ASSOCIATION:

Any employee with a .skievanco musr-discuss.itfulli ith the'immediatestipervism
MAW& thernot regal an accorcr.on the matter, a second-meeting should be called by
supervisor within two iveeks_from the time of the complaint this meeting to involve
the Director, the supervisor, and the &picket. Should, no accord be possible, the pn..
ployee must make a written stxtement of the problem. ,

. .

a. The grievance shall be submitted In writing tc the grivan& committee of the
staff association. When possible, the grievance shall be resolved within this com-
mittee. A solution or referral must be reached within two weeks. t

b. The case may then be talcen kintdly, zi writing, to the designated personnel
officer by the grievance committee or the.employeeA, ablution or referral must
be reached 'within two. weeks.

c. The case may then be preened to the Director of the library, in writing, by
either the grievance committee or the employee. A solution Must be reached
within rwo weeks.

4

d. If it proves Ottesszty, the grievance conirhittee or the employee may present
the case to the staff association executive council,at its next meeting, at which
time the administration shall be present to discuss.the istue and make an attempt
to 'resolve it.

e. If no solution his been found by the preceding clad, the finsii recourse is to
the Board ofsTrustetis, -

a.1



APPENDIX-AS

GRIEVANCE ASSISTANCE REPORT APPROVED

BY BO OF, blRiCTORS°

The OLA GrievancerAssistance report prepared by that Committee and presented
to the OLA Board of Directors by Rita Hirshman, Ohio'State University, was approved
for'use June 7, 1974..

The following is a suggested guidelo seek assistance and solutions when a grievance''
arises. ,

'2. Determine the specific nature of the Complaint. Ls it a case Of job imination,
unfair employment practices lack of due process, unethical behavior, *tenure,
academic status, intellectual freedom, etc.

2. HOw does the complaint relate to your current status and those actions or events
upon which the complaint ,is based.

a. Consider the environment in which the problem. occurred, the principal
person. and/or groups invohied, the issues around which the problem arose,
and the library Materials, itany, involved.

b. A chronology of events pertinent to this problem ancrother, previous relevant
controversies in which you were, involved will be helpful. 'Additional info'',
/nation such as extra-legal pressureio etc, is also valuable

c. 'Pertinent documents, such as copies of any coniilaints regarding library
materials, local employment rules and regulations, laws, personnel Manual,.
job descripiion, warning notices' and correspondenCe would be gathered
together.

3. Decide what would be a satisfac.tgry resolution of the problem from your point
of view:

4.- Utilize thlocat grievance procedores or request a levy the local grievance
\\,. committee.

S. Legal counsel, and representation may be desirable

6. Failing ,,resolution the local grievance procedures, request assistance from:
Staff Aisociations, Local Unions, American Library Association, Ohio, Education
Association Ohio Association for Higher' Education, American Federation of
Teachers, American Association of University Professors, American Civil
Liberties Union, Ohio Civil Rights Commission, State Library. COnsultant Staff,.
aniVor others.

The QLA Executive "Director will offer suggestions' or referrals insoas possible,



APPENDIX -C.

SECURITY -OF EMPLOYMENT IN LIBRARIES:

A STATEMENT OF POLICY OF THE AMERICAN
LIBRARY ASSOCIATION

Libraries exist for the comMoit 'good; They' collect, organize; and disseminate the
graphic records of man's past actions, present concerns, and future aspirations. Libraries.
operatiner the policies set forth in the Library Bill of Rights'. suPport the con-4.
unuio ant of an informed citizenry by enabling all persons tO educate them-

% selves- and thereby participate responsibly in the- decisions affecting their liVes, and
' society a Whole.

If the needs of all library users and of society in general are-to be Satisfied; librarians
must be' provided w.jth security of employment. Security of employment enables a
librarian: to work responsibly. without fear of interference or of arbitrary or unjust
dismissaL,,Security of employment encourages a librarian to make. professional decisions
for the common good without fear, of repriial, Security of employnierit provides a suf-
ficient degree of economic security to make, the profession Of $1444rianihikesittrastivg.
to men and women of ability. Security of employment protects *librarian againit
dismiSsid for carrying out the principles of the Library Bill of Rights.

Security of employment means that, following the satisfactory Completion of a
probationary period, -the employment of a librgrian under permanent appointment*
curies with it an institutional commitment, to continuous employment, -.Professional
competence, in accordance with the aims and objecties of librarianship and the official
policies of the library's governing board; should be the criteria for acceptable per-
formance for *librarian with permanent appointment, who shall hot be terminated

.' without adequate cause, and then only after heft* ccorded. due 'process:

Inteiprettion of this policy on security of einployment in libraries should inciiide
the following:

1. The,_:precise terms and, conditions of every appointment should be stated in
writing and shontcl include a dear statement of the institution's practice in
regard to probation,_ security of employment, ands retirement. This statement
should be in the possession of both 'the institution and the prospective em-

; ployee before the appointment is made..
Adequate cause' is limited to:* demonstrable incompetence; mental or physical
incapacity; willful neglect of duties; man tory retirement; bona fide financial
exigency.

3. Due process includes at least the followink: statements of charges followed by
oppOrtunity for a fair hearing; the right of counsel if desired; the-right to
present: evidence and to cross examine; a decision based on the record of the
hearing; the right to appeal a dismissal judgment.

(Continued on page 43)

ILibrary Bill of Rights. Adopted June 1948. Amended February 1961 and June 1967 by ALA
CounciL \.

upermanent appointment in different types of libraries is variously called tenure, continuous appoint-
ment, career service, regular contract, etc:.

(42)



.9.

t Perms.nent employment status shall preclude evaluation of performance at .

regular intervals according to applicable institutional policies, and procedures.
5. Permanent einployment status shall not preclude realignment of responsibilities

within the Library to meet changing needs of the institution, provided that such ,
realignment js done according to applicable institutioilid policies and, practices,
and provided further that such realignment does not result in reduction in rank
(if say held) or salary..

ANoroved by the Ohio Library 41.110CiliiX Board of Directors, &bowery 7,1975.


